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PREFACE

A Y ot |

The research study described in this veport was eonductsd o

provide Moraine Valley Commnity College with wage date for office aud

eustodial personnel in the college area.

The report is divided tuito five sestions:

L. BACKGROUND AND PURFOSE

i

Ir. METHOUS AND LIMITATIONS

YIT. CLERICAL ARD CUSTODIAL WAGE SCALES

IV. RELATED WAGE ADMINISTRATION PRACTICES

V. CONCLUSIONS

Contributing to the complation of this reporit were:

My, Alfved R. Hecht, Diveator of Reseoveh and Curviculum

Planning, who provided invaluable help and dirveciion throughou! the

entire projeet;

Mrg. Joan Sehmidt, Administrative Assistant, Peyscmmel Office, |
who requested the swrvey and provided job titles and desewiptions and
identified wage adminigivaition practices to be ineluded in the survey;

Publications Supexvicor My, Miles Mzyeraon, who provided

editortal assistance;

Secretary Cavyl Hyberg and Machine Opervator Dovothy Lavan who
typed and duplicated this report;

and Peraonnel Divectors in distvict schools, orea junior
colleges and communivy tndustrial organizations who answered the

gurvey questions.

Bstelie DBakos
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I. BACKGROUND AND PURPOSES

As a ney institutdon, Movaiune Valley Commuuity Collage wishes
to establish for its offlice and custodinl emplovess o wage styuciturse com~
patible with those of other jumdor colleges in the avea and ¢ wage scale
comparable to those of lecal schools snd industrial organizailons.

At the reguest of the MVCC Persennal Office, the Office of
Researeh and Curriculum Planning conducted a wage suivey ol

* Compile local salary ranges and averages Lo

"

the types cf off'c- and custedial pevsonnael
empioyed at Moraine Valley,

+ Sumarize local wage and admindstration
practices for office and custodial person-
nel, including length of work waek,

probatlionary pericds, salary styucturae

revision and certain fringe beneflis.

]

o

In addition, the data gathered in this survevy provides counsel-
ing and instructional staiffs with data for businese, data processing and

gecretarial science ceoursaes and cavesr counseling.

If. METHODS AND LIMYTATIONS

A. Sampling Procedures.

EM

Because wage scales usually arve based on local conditions and ba-
bauSQ cithar junlor colleges in the area repurt that thelr salaries are

pattarned after local standards, selection of indusirial organizations for

this survey was limited to the geographical boundaries ef Junior College

Digtrict 524 (Map 1).

wa .

g,..l

Y e T ey

N D"



MORAINE VALLEY COMMUNTTY COLLEGE

e

Junior Celinge listrict #5324

U;

N

LYY

3
“J
‘ 14

e

.
| 94

33

A -
BVEeY

i

- CU fa oty o e
- aton 63&& N ST

h

»g g Badiond Parl %)
O e A * Jueilece 2
24 ep
e St dpavied '
~ -
t o
(W
A 3
bt ‘ ‘;
: | : L e 30 G0k
? Willow Hilckary Woasiovyn ¥ ,
a Fyayoraen
Springs Hills Park
g 34 * - . ~u
- . ¥ mee 30¢E SEraet
o vak Lawn ¥ wth St
v

R
Y 3 S1ITpE w

(:AI'IPUE) L ’ ﬂ '11 100 r;
’ Ridge

Worth ,

% e ; w1140

Palcs Falos Paxk Calimet ¥
Pary. Heipghis .!“. Farl
&ladp :

i
2loe Talagnd ot oo
bihh Lslg LSJth

i omer

N Q8 t'{ff! Il ¥ I 3 D e ] 'i".' g . . .;:.i

% | e 34304 A

L w

Orland @ K
Park mames VS 0t A

Will Cock Road

X,
*

Weathaven : :

s 18303 Streoot

o
I [0
Ly Bt =4
(s BTN )
) o
. fny
L .

O
ERIC

N



ALY high scheol end several slemencory school wystems in th

o

Moraine Valley distvict wers contactad. %o explore the wage struchures

a

and adeinistrative practices of other junior collegpsa, six junior colleges
near MVCC were iuncluded in the suwvey,

Fimg dncluded in the survaey were selecced Co provide a crosge-
section of the many types of husinesses in the district (Toble 1). Buphacis
was olaced on manufacturers hecauvse of the predeminence of manufacturing

£irms In the distriet and becauwse these {irms were mogt likely o have the

..
k]

types of office jobs and data processing positions described in tha ques-
tiomnaire. Menufacturing fiims selected were those which anploy 100 or moxe
persons.

A number of sources were used te compile the malling list of 165
industrial organizaticons (Referencees 1,2,3,4). Smaller businesses, hospi-
tals, village halls, savings and Iloan asgociabtions ard banks, which account

for the employment of most other office personnzl in the districh, were in-
B

cluded in the sawmpiing of business ovganizartionz. To obtaln information
about personnel in data processing, district firms using data processing equip~

rent were included in the suxvey.
Replies were received from 39 of the 165 firms contacted, a return
of 23%.6 per cent. High schools, elemertary schools and junior colleges were

contacted by phonme and asked to mail ihelr Jov desewiptions and salay

-

structures. In instances in which additicnal information or clavificetion was

neaded, questlonnaires were sent.

More vesponses te this survey would have been obtained by following
up the initial meiling with "reminder’ waili ngs (Reference 5). However, o

avoid antagonizing non-respondents, sdditional mallings were wol made.

T
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Banks, Savings and Loans,
Loan Cempanies i3 &

Trucking Companies 3 2
Non-~Manufacturing and Bervice G A
; letail Stores 5 1

Construction Contractrors 4, -

Village Offices & 2
Hogpiltals 3 1
; keal Estate Agencies 2 -
} 0

? Insurance Agencies 2 -

]
S

Muxrsing Homes

Miscellaneous

!
N

Totals 165 3¢

Per ceunt of Returans 23.6%

<
o

Junior Colleges in our Area

High School Districts in MVCE Digirics 6 &

Blemenitary School Distyricts in MVOC District b )

Totals ié 15

n the deta analyses

i-:z

% See Appendix for list of organlzations included




Telephone calls were made to sbout 20 firms which had

w0k

et

responded. These calle, made three weeks after malling, were inten-
ded to encourage participation in the survey, to answer quesitions
about the mailing and to determine the sttitude of reciplents toward
the questionnaire.

With one exceptlon, all those called were pleasant, coopara-
tive and apologetic. Variocus reagons were given for not responding:
corporate policy did not permit clvulging salary Information, lack of
time and clerical help, vacaticms, job descripiions on the questionnaire
did not apply to theilr staff.

All said chat the quastionnairve way clear and easy to follow,
and many sald they still intended to send the data requested.

Nearly all vespondents £illed out the sections oif the ques=-
tionnaive om wage practices, but a number skipped all cr large parts of
the sections on salary ranges. Of those who gave explanaticns for return~
ing jfucomplete questionnaires, most stated that the job descriptions
differed widely {rom the work dome by their emplovess. Representatives

cf three firms explained that company policy prevenied them from providiag

any information,

B. Ouesticnvaire Development and Mailling

Questionnaires used in other wage surveys were studied to
develop a form which would provide the information required and which

would be easy for the raspondent to fill out.
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Several persons in the collegs were consulted aboui the siyle
of the questionnaire., Job deseriptions for office and custodial pewson-
nel were checked to assure maximunm clariiy and accuracy.

Separate questiommaires for oifice and custodial parsonned
were used so that, if necessary, they could be routel to an administrator
in each area.

The name and address of the organization wag typed on the
cover page of each questionnaire before it wes walled, This cover page
asked several questions pertaining to the general wage policies of the
firm, including length of probatienavy pericd, timing eand hasis of pro-
gresslon in salary ranges, frequency of revisicns and ¥
structures and revislons.

Namber of hours in a normal work week was ragquested so that
salary figures could be converted te an hourly basis. 7The custodial
personnel questionmaire also asked if voiferm and lavndry service was
provided.

Question five in the custodial questionmnaive asked 1f a pre-

mium was paid for shift work. If the snswer to this guestion was 'mo,”

it was not possible to determine whether the respondent meant that ne
premium was pald for shift work cr that the custodial staff was not ¥e-

quized to work shifts. This question should have baen preceded by an

.

inquiry as to whether the ovganizatilon did bhave shifts.
Most of the questiops on the first page could ba answered by

a check mark.

it
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Minimom, meximun and sctuar average salasy padd and the muber
¢cf pewsons employed iv each pogdtion wore askad for in subsequont pages, with
job descriptlons provided fon each job title.

Salary informeiion was vequestad for the fellewing 13 pogitlions in

thz oifilce questiomnaire:

Clerk Typ"mL 1 Ganaral Accounting Clavk
Clerk Typist IX Bookieapal

Secretary I Keypunch Uperator
Secretary I Compuier Opevaton
Secretary ILL Junior Progrsumer

Senlor Programnes
Switchboard Operator
Storercoom Clerk and Machine Operator

T

Bro-

i

Salary informatdon was requested for nine pogitlons in the ¢

dial questionnaire:

Matron Groundskeeper

Couvier Gangral Maintenapce Man
Receiving Clark Maintenance Supervisor
Custodian

Chnief Custodia Security Officer

A cover letter expiaining the purposes of the suwvey was mailed
with the questiomnaire, and a postage pald reply ewvelope was enclosed,

Tirst class mail wae used. (See Appendix for sample cover letter and
o v

questilommailres).

o Yata Analvsis Procedures

Although wage figures typically are reported in terms of median

figures (Reference 6 and 7), this veporit, at the request 6f the Pewsomnel

0ffice, includes "awverage actual galarv.’

TE e T Ty g




"actual average" filgures can casily be distoried by salaries
pald to emplovees with long tenure or to those emploved on a twial basis
under the minimum egtablished.

v of Stareroom Ulerk ard Machine

«

Yor example, in the catagor
Operator (Figure 6) the "maximum median' f£ilgure for distwict schools is
52,77 and the “actval average' figure ils $2.84, This distortion s due
to the salavy paid a 20~year emplovee whose salary was above the maximum
established in that scheol.

One manufacturing firm with an “actual average' figure below its
minimum structure explained that the Individuals davelved were employed on
a trial bhasis at a wage belov the established minimum.

About half of the respondents &id not furnisgh “actual average"
figures and confined their answers to minimum and mawimum ranges. %The
average figures in this report represent oaly those f£irms which provided
this information.

[

The diversity In clerical jeob descriptlons is great. Tor
example, analysis of veturns reveals that the MVCC categories of Clerk
Typist I and Clerk Typist IL ave not typical of the dutles generally

sttributed to these classifications. Wost organilzations who have a “Clerk

Typint" job title do not designate shorthand or machine transcription a

s 2

requisites. If shorthand or machine tvanseription is required, the job
title usually is "'Stenographer

High school and elementary school offlce persomnel usuvally ave
classified by titles which reflect their assigrment, such as "Secrotary

"Secratary to the Business Manager," eitc. There

to the Superintendent,”
job titles ara pot ueuelly clexified by jobt descriprions.

- 83 -
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The Chicago Avea Wage Survay classifias secretaries according to
the title of the “corporate offlcex” and the number of peveoas employed
by the company. (Refevence 8).

watedial job descendptions slso vary widely., NMany scheols and ine
dustries reported that this work lo done on a contract bhasic by an cutgide
£lrm.

To estabiish a standarxd fox tabulating salavy figures flor the listes
oiifice and custodial positiong, wages reported in weckly, wonthly or annval
terms vere converted into hourly rates.

Minimum and meximun salary ranges and actual average salaxy {where
reported) were listed for office and custodial persomnel lun cach job title
in each organizaiion.

For eech job title, the following figures were then determined:

* Minimunm and maximum salaxy--obtaiped by finding the

lovest and highesi salary figures reported for
each job title.
* Median wminiwum zalary--obtained by listing all of
hounrly minimum vates reported and counting down
to the middle figure listed,
*  Median maxiwmwn salary--uhtalnad by listing all of
the bourly maximum xates weporied and counting
dovn to the middle figure listed,
+  Actuval average salary--chtained by totaling the
average figures veported and dividing by the
number of figevraes added together.
Wage data are reported for dilstrlet scheols, arvea jualor colleges,
district industrial organlizations and the total college district. Recause
of limited dats in some categories, fotal district flgures provide the

best plcture of local area praciices. Wage data for both clerical end

custodial personnel are veporied in Section III of this report.




ITf. CLERICAL, AND CUSTODIAL WAGE SCALES

A. Clerilcal Wage Scales

Figures 1 through 13 repoxt office persoanel wage date fox
diserict schools, arves junlor colleges, district lrdustrial orgenizations
and the total area., Maximum, median maxinum, average wage paid, median

minimum and minimum wages and aumber of reapondents are reported for each

job title.

For easy comparison of salary rates for different jobs, a stan-
dard scale of $1.50 to $8.00 per hour was used for each job title.

Average salavies for area colleges were not included because
this information wae not obtained from the colleges contacted.

In aix of the clerical positions, distrlct schools reported the
lowest median maximum wages. Im four of the clerical positions, district
industries reported the lowest medlan maximem wages.

Because the actuval salaries veporied by two district schoole
exceeded the maximum figure reported for their salary structure, the
average wages for Clerk Typist II and Storercom Clerk and Machine Operatox

(Figures 2 and §) are above the nadian maximum wages.

B. Custodial Wage Scales

Figures 14 through 22 report custodial personnel wage data for

district schools, disirict industrial orgeunlzatlons and the total area.

Maximum, median maximun, average, median minimim and minimum wages and

number of respondents are reported for each job title.

For easy comparison of salary rates for different jobs, a

astandard scale of $1.350 to $8.00 per hour was used for each job title,




Junior colleges were not included haecaunse only two of the
asit colleges contacted have thelr own custodial, staffs. The other

colleges have custodizl dutdcs penformed by an outside f£izm, rent thely

facllitles frou another school or ave uander clvil sexvice.
f Average salarles paid for Matrom {Figure 14) and Chiles Custedian
a (Flgure 18) are above nedian maximun because the "actual average" wages

reported for thege two jobs was high.

C. General Cowparigons

! Yor 12 of 13 offlce persconanel posliions and fox & of 9 custodial
i personuel positions the median minimum wagas pald by disgriet industries
exceed those paid by districh schools.

Diserict schools reported lowest maximums for all elevical
positione and fox all hut two custodlal positlons.
; Except for Clerk Typist I and for three custodisl positions,

district schools reported lower median lnlmum wages for 21l positcions
S £

than did district industiies.
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IV, RELATED WACE ADMINISTRATION PRACTICES

This section summarizes information received on wage administwa-
tion practices requested on the cover pages of both ihe ofifice and custodial
questionnaires. This data includes lenzth of work week, procedures followed
for progression, length of probatlonary period and bases for progression,
sources wsed for wage revisions and time of year these revisious go into
effect.

Information on custodiel uniforms, isundry service and premium
rates for shift work is also summarized in this sectiou.

A. lLength of Work Veek

The normal work week reported fox most gchools, junlor colleges
and industrial organizations was 40 hours Loy both office and custodial
personnel. Number of hours worked in a week ranged from 35 to 40 hours for
office personnel and from 37-1/2 to 50 hours for custodial personnel. These
data are shown in the following table.

Office Personnel

35 37% 40
Hours Hours Hours Other
District Schools 1 1 3 -
Axea Junior Colleges 2 1 3 -
District Industries 1 6 23 2
Total 4 8 34 2
Custodial Personnel
Distriet Schools - - 6 -
Area Junior Colleges - - 3 -
District Industries - 2 18 1
Total - 2 27 1

- 34 -




B, Procedure Followed fof FProsresasion

The typilcal
a 90-day probationary
Reperted probationary
salary progression is

following table.

procadure fov progression in salawy steps includes
perlod and an annual eveluation of perfoviavee.

periods ranged from 30 dave te 2 year, Almest all
based on performance., These data are shown in the

Dftice Pensonnel

Probationary Anvival Basis for
gexied aview " Progregsion
30 30 dn Tlscal rerform- Auto-
days__davs Other Amalv.  Yeaw Othow guce matic Other
District
Schools - 2 3 - 5 - 5 - -
Area Junior
Colleges . 3 2 1 L3 i 2 4 ~
District
Industries 5 11 10 13 8 12 27 1 3
Total Area 5 16 15 iz 17 13 34 5 3
Custodial Personnesl
Digirict
Schools 1 & 2 1 © - 3 3 -
Area Junlor
Colleges - 3 - - 1 2 2 1 -
District
Industries 4 S 1% 3 4 12 13 3 3
Total Area 5 i2 13 € 11 i i3 7 5

SR g ey \
i




C.

Salary Structure Reviey

Typizally, sala:
structures

regular intervals by otharg.

District Schools
Avea Junlor Colleges

Dietrict Indusiries

Total

D.

ry strucure s

are reviewed sonl annually by some o

Tiwe of Year Ravisions

The dats are shown in the a2

Trequencey of

reviewed anouvally.

gondzztdlons

Galavy
and at re

ble balow.

uehuse Revioy

;‘4“ l.g Ly }’ c)i’

Seupis
Amanaliy Anaually Orher
.!3 lend ~e

& 1 Ki

19 5 2

[t P Ao

28 7 6

Go_Into Bffact

At most district school
of salary structures go into effect on July 1.

industrial organizations reviee theilr salany gtructures
B v

of the year,

g and

o~

Time of Vear

earby junior colleges, rvevisions

Az tabulated below,

L]

at variocus times

Javuary  Ang
" Districot

Sc¢hools -
Area Juniotr

Colleges 2
District

Industries 8

Total 10

Yaxch Tall,
4l, May Jupe July December Other
. - 5 - -
- - 4 -~ ~
- 3 - 2 -

i
Ls3
(Se
R

- 26 -

9
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#. Basis for Revigicon

. e

Mostindueirial organizatlons in the ares use a privote agency
survey or conduct their own surveys as a2 basis for salary vevisions. Fourw
of the junior colleges contacted stated that thelr ravisions are baged on
infornation they gother from area industrizl firms, newspaper adwerticing,
the cost~of-living index znd other junicr colleges.

Many organizations copsult survéys nade for specific industries
such as banking, chemicals egnd rveteil merchants. Other scurces cited were
the cost-of-living indexz, home office practlces and word of mouth. A

tabulation is shown balow.

Bagsls for Revision

Chicago Area Hvivate
Waze Sutvey Apency Othay
Diatrict Schools pa 2 ve
Area Junior Collages - - 6
Dimtrict Irdustries A0 . A6
Total i 16 22

~ 37 -
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F. Shift Work for Custodial FPewaonnel

As shown in the followlng table, most organizations pay & premium
for custodial shift work.

Prontum Paid

Xes e
District Schools 2 3
Area Junior Colleges 2 1
District Industrles L& b
Total 20 8

The premium paid for second shift ranged fyowm 53 to 13 cents per
hour, with 10 cents per hour the medlan hourly rate. The premium paid for
third shift ranged from 10 to 20 cents per hour, with 15 cents per hour the
wmedian hourly rata. Some organizations paid for shift work on a perceantage

bagis. One district schocl paid a premium of $200 per yearv for third shift

work.
Rates paid for shift work wewel
Premivm Rate Fald
Znd Shiftr 3rd 3hift

Howrdly | Per Cemtil Houriy “Per_Cent

Disirict Schools $.05w~1 $.10mm1
$200 per yre-l
Area Junlor Colleges ‘ 5%~=1 5 %=l
District Industries 5.08~-1 | oy SR S, 12w 7,581
6 2~3
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G. Unifoxms for Custodial Persemnel

! Most disitriet schools and neavby junior colleges which have theilw
i

4

o

owi custodial personael repovted that they fuvndsh undforms for thedr

% custodial perscomnel. However, moui of the orzasizations gurveyed do not

f furnish laundry gserwvice. About half of the industwlal fivms inciuded in the

A |

: survey provide uniforms for their custoddal persconel. Less tham hall provide |

1 P

] laundry service. The data is shown below. |
\

l Purnish Provide Laundry

1 Uniforms Servic

) ) ~

f Yes Neo Yea

O ABINE SN )

)

5 Distrlct Schools & i 1 4

? Area Junior Colleges 3 ~ 2 2
1 District Industries L w3 S~ Y

Total 18 14 10 23

I

i
3

.
3
4
i
L

E
P
b




) " T
e . b AT TR e T iy .\ "

V. CONCLUSIONS

A, lecal hourly wages of office personnel are scaled according to
akill vequivements. Hourly wages vange from a starting minimum of $3.70
for a Clerk Typist to a waxiwum of §7,92 for a Senlor Progrzmmer.

“«

Wage data arve svomparized for all office pemrsomnel 1o Yable 2.

B. Local hourly wages of custodial perscomnel also ave scaled
according to skill requirements. Hourly wages range from a startlug
pinfoum of $1.65 for a Mation to & maximum of $7.95 for a Malutenance Super--

0y
o

yigor., In Table 3, wage data ave awomarized for all custodial personmel4’F

C. Generally, zunual revisions of selery structures gre made on the
basis of Industcy suxveys, the Chicago Avea Woge Survey on surveys con-
ducted by the individual school ox £ilrm.

Salary revisions wost often take effect foi digtvict schools and

<

area colleges on July 1. Industrial organizations revise theln salavy

strucituzres at vavious times of the yead.

D. Most local area office and custodial pevsonpel work & 40~houx
wveek. New employees perve & B0~day probatiouary period. Most organirations

gsurveyed review sslaries aspnually and base salary progression on perfoxmance.

E. An hourly premium for ehifs work is paid to most custodial
personsel. The amount varies from 5 to 20 cenis per hour, with a wedisn
hourly rate of 10 cents for second shift work asd 15 cents for thivd shift
woz k.,

About half those surveyed furnish uniforms for custodisl pefsonnel.

mwo-thirds of those surveyed provide lavndry servica.

*NOTE: Tables 2 and 3 - 4D -
have been deleted
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APPENDIX
Sample Cover Letter

MORAINE VALLEY COMMUNITY COLLEGE

Colonial Building — Svite 2G
4740 West 95th Street

Ph-ne 425.-9300
OAK LAWN, ILLINOIS Area Code 312
60453

June 11, 1969

Dear Personnel Director:

Moraine Valley Community College 1is conducting a study of
salary-related data for office and custodial personnel in
our college district. Your assistance will help us provide
information for our business management courses, secretarial
career counseling, and for analyzing our salary structure.

Separate questionnaires are enclosed for your office and
custodial personnel areas. Most of the questions on the
first page of each questionnaire may be answered by a check
mark. Additional pages are concerned with job descriptions
and ask for salary range, average salary and approximate
number of persons working in positions comparable to those
described.

Your responses will be treated confidentially, and your
identity will not be revealed in any way. Results will be
tabulated by industry in a statistical summary. We will be

glad to provide you with a copy of the report when it is
completed.

A self-addressed return envelope, which requires mo postage,
is enclosed for your convenience. Thank you for the time
and attention given to these questionnaires. Your contribu-
tion to this community study will be appreciated.

Sincerely yours,

Alfrad R, Hecht

Alfred R. Hecht,
Director
Office of Research and Curriculum Planning

SERVING SOUTHWEST COOK COUNTY ~
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' ‘ APPENDLX
Sample Office Personnel Questionnaire
OFFICE PERSONNEL

MORAINE VALLEY COMMUNITY COLLEGE

WAGE SURVEY

Name of Organization

Address

Name and Title of
Person Giving Information

Name of Personnel Director

1. Number of hours in a normal work week for office personnel:

( )35 ( )37-1/2 ( )40 ( ) Other

2. What procedure do you follow for progression in salary ranges?

a. Probationary period: ( Y30days ( ) 90 days ( ) Other

b. Annual review: ( ) On anniversary ( ) Fiscal year ( ) Other

c. Basis of: ( ) Performance ( ) Automatic ( ) Other

3. How often do you review your total salary structure?

a. At what time of year do revisions go into effect?

b. On what information do you base your salary structure and revisions?

( ) Chicago Area Wage Survey (Bureau of Labor Statisticse)
( ) Private Agency Survey
( ) Other




Please indicate salary range, actual average and number of employees in your firm
who perform duties comparable to those described below:

Salary  Range ‘Actual ! Approx.
Average* | No. In
Min. Max. {Position|
CLERK TYPIST I '

L

Performs a variety of general office and
clerical duties. May take and transcribe
dictation from shorthand -accurately and
rapidly, such as reports, interoffice
communications. Types from handwritten
copy and printed material. Prepares
maste.s and stencils. Acts as reception-
ist.

6 months experience.

CLERK TYPIST II

Performs a variety of clerical, typing and
office activities, utilizing knowledge of
systems or procedures. Handles routine
mailing, confidential material. Establishe4
and maintains files. Acts as office
receptionist.

1 to 2 years experience.

SECRETARY 1

Performs secretarial duties for and relieve?
supervisor of minor administrative duties.
Takes and transcribes dictation accurately
on fairly difficult material, some of which
is confidential. Schedules appointments,
keeps follow-up records.

1 to 2 years experience. 4

%*By "actual average" we mean the figure that is derived by totaling the salaries
paid in the particular position and dividing by the number of workers.
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SECRETARY II

RN wmery T s |

Performs secretarial duties for and relieves
supervisor of minor administrative duties.
Takes and transcribes dictation, using
shorthand or transcription unit, some of
which is confidential. Interviews persons
coming into office. Sets up and maintains
files. Handles mail. Knows how to operate
business machines.

Over 2 years and up to 4 vears experience.

SECRETARY III

Performs secretarial duties for and relieves
supervisor of minor administrative duties.
Takes and transcribes dictation accurately
at a high rate of speed on technical and
fairly difficult material, some of which
is confidential. Arranges for conferences,
etc. Answers correspondence not requiring
dictated reply. Decides whether dictated
reply is necessary. Has direct supervision
of clerk-typists with limited responsibility
of checking results, handling work schedules,
making recommendations thereon.

Over 2 years and up to and including 4 vears
experience.

. Salary Range

Min.

Max.

+ —

Actual
Average*

Approx.
No. In
Position

STOREROOM CLERK AND MACHINE OPERATOR

Operates a variety of office machines,

such as ditto, mimeograph, photocopy,
thermo-fax, embossograph, postage meter,
binding machine and typerwriter. Receives,
stores and issues material and supplies
and compiles stock records in stockroom.
Receives and routes incoming mail and

prepares outgoing mail.
3 to 6 months experience.
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Salary Range Actual Approx}
Average* | :No. In
Min. Max. Position

SWITCHBOARD OPERATOR

Operates switchboard and acts as
receptionist for all visitors to area.
May do typing and perform other clerical
work as assigned. May operate various
office machines and assist in stock
supply room.

1l to 2 years experience.

GENERAL ACCOUNTING CLERK

Performs a variety of clerical duties,
utilizing knowledge of accounting systems
or procedures; copies data and compiles
records or reports. Assists in prepara-
tion of payroll. Maintains files.
Operates various office machines.

BOOKKEEPER

Prepares and maintains various financial
and accounting records and documents.
Performs a variety of clerical details

and some secretarial duties and may compose
own letters. Prepares payroll, types
budget reports, monthly board reports

and treasurer's reports. Maintains files.
Types federal and pension reports. Posts
and maintains Accounts Payable ledger.
Records cash receipts.

2 to 4 years experience.

KEYPUNCH OPERATOR

Operates numerical and/or alphabetical or
combination key punch machines to
transcribe data from various source
documents to key punch tabulating cards.
Also operates sorting machine.
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Salary Range Actual Approx.
. Average* No. In

Min. w Max. Positio%

COMPUTER OPERATOR

Monitors and controls electronic digital
computers to process business, scientific,
engineering or other data, according to
operating instructions.

JUNIOR PROGRAMMER

Selects symbols from coding system peculiar
to make or model of digital computer and
applies them to successive steps of com-
pleted program for conversion to machine
processable instructions. Records symbols
on worksheet for transfer to punch cards
or machine input tape. Marks code sheet -
to indicate relationship of code to
program steps to simplify de-bugging of
program. May act as understudy to senior
programmer.

SENIOR PROGRAMMER

Plans, schedules, and directs preparation
of programs to process data by electronic
data processing equipment. Indicates
problems, suggests changes and determines
extent of automatic programming and coding
techniques to use. Assigns, coordinates
and reviews work of programming personnel.
Develops own programs and routines from
work flow charts or diagrams. Consolidates
segments of programs into complete sequence
of terms and symbols. Prepares records
and reports. )

bt
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APPENDIX

Sample Custodial Personnel Questionnaire
CUSTODIAL PERSONNEL

MORAINE VALLEY COMMUNITY COLLEGE

WAGE SURVEY

Name of Organization

Address

Name and Title of
Person Giving Information

Name of Personnel Director

1. Number of hours in a normal work week for custodial personnel:

( )35 ( )37-1/2 ( ) 40 ( ) Other

2. What procedure do you follow for progression in salary ranges?

a. Probationary period: ( ) 30 days ( ) 90 days ( ) Other
b. Annual review: ( ) On anniversary ( ) Fiscal yecar ( ) Other
c. Basis of: ( ) Performance ( ) Automatic ( ) Other

3. Does your firm furnish uniforms? ( ) Yes ( ) No

4. Does your firm provide laundry service? ( ) Yes ( ) No

5. Is there a premium paid for shift work? ( )Yes ( ) Wo

a. If yes, at what rate for: 2nd shift? 3rd shift?




MATRON

Is responsible for keeping classrooms,
offices, lounges and washrooms clean and
orderly.

COURIER

Is responsible for delivery of various school
documents and materials and for keeping
delivery truck in a neat and clean condition.
Assists in other areasof warehouse receiving
and related work as directed.

RECEIVING CLERK

Receives, checks deliveries of materials and
performs related assignments; keeps required
records. Keeps area clean and makes small
deliveries between college buildings.

CUSTODIAN

Sweeps, vacuums and mops floors and stairways;
scrubs, waxes and buffs floors, using machines.
Dusts and waxes desks, washes cafeteria tables,
empties ashtrays. Cleans washrooms. Reports
needed repairs to maintenance man in writing.

CHIEF CUSTODIAN

Is responsible for seeing that premises are
kept in neat and orderly condition. Supervises
and coordinates activities of custodians;
assigns duties to and participates with workers
in cleaning premises, furniture and equipment.
Inspects completed work. Requests supplies

and submits requests for repairs.

*By "actual average' we mean the figure that is derived by totaling the salaries

I M
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Salary

Range

Min.

Max.

Actual
Average*

Approx.
No. in
Position

paid in the particular position and dividing by the number of workers.
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GROUNDSKEEPER

Under supervision of Maintenance Supervisor,
maintains grounds and performs related

work as required. Plants, fertilizes,
waters and cuts lawn; prunes shrubs and
trees. Operates various machines used for
outside maintenance work including snow
removal and grass cutting equipment.

Duties may include use of carpentry and
masonry tools for outside maintenance work.

GENERAL MAINTENANCE MAN

Under supervision of Maintenance Supervisor,
maintains repair of college physical
facilities and grounds. May do electrical,
plumbing or carpentry work.

MAINTENANCE SUPERVISOR

Is responsible for the maintenance and repair
of all physical facilities, grounds and

motor vehicles, and performs related work as
required. Receives blueprints, building
plans, work orders or verbal requests for work
to be performed. Makes preliminary survey of
work sites and makes estimates of needed mat-
erials, tools, equipment and personnel. Works
with and. supervises electricians, plumbers

and carpenters.

SECURITY OFFICER

Maintains general security of grounds to
cover or supplement the watch service.

S e s

Salary ‘Range

Min. Max.

Actual
Average¥*

Approx.
No. in
Position




